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I amn very sorry to be so long in ansvering vour
letter of 24 Nov A1 concerning the up-dated Records Control
ochedule.

Attached you will find the suggested schedule veou
forwarded together with our comments. There are very few
changes but we have tried to fit +the changes into our
method of doing business here. I feel that we should try
it Tfor about a year and that at the end of that time nmake
any suggestions we feel necessary.

I an very grateful to you again Tor the sssistance
you have given us. The open shelf filing is, in my opinion,
xcellent. To-date we have managed to change all of our
case Tiles into the new folders, which give & imch neater
appearance and cencourages efficicnev.  Our hioeeat ich

TS TIIEIOUS TR CCT IS, L Q0 N0t KOow Just when we will
be able to finish this Job but it too will make a big
difference when completed.

| |I discussed various methods of
quickly spotting the location of Piles as one approaches
the shelves. At present we are using a card index with
a colored letter which extends beyvond the folder projer.
This is not satisfactory, however, and we are attempting
to solve this nroblem by using various colored marking
inks on the one inch shelves which will correspond  with
the section of the alphabet as Tiled. If you have any
ideas on how to solve thig problen, I will be grateful.
to vou.

Again vy thanks.
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